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rejection letter based on his or her unsolicited employment 
application. 

If you choose to provide your annual security report to 
prospective students and prospective employees by posting the 
report on an Internet site, the notice provided to each individual 
must include:  

• The exact URL where the report is posted; 

• A brief description of the report; and 

• A statement that the institution will provide a paper 
copy of the report upon request. 

Note that you may not use an intranet site to make 
disclosures to prospective students and employees. 

Retaining Records 

Be sure to retain the annual security report and all 
supporting records used in compiling the report for three years 
from the latest publication of the report to which they apply. 
For example, the 2011 annual security report should contain 
statistics for 2008, 2009 and 2010. The 2008 statistics and 
supporting records must be kept until Oct. 1, 2014—in effect, 
seven years.  

Records to be kept include, but are not limited to, copies 
of crime reports; the daily crime logs; records for arrests and 
referrals for disciplinary action; timely warning and emergency 
notification reports; documentation, such as letters to and from 
local police having to do with Clery Act compliance; letters to 
and from campus security authorities; correspondence with us 
regarding Clery Act compliance; and copies of notices to 
students and employees about the availability of the annual 
security report.  
it easily retrievable. If you scan paper documents for archival 
purposes, be sure to scan complete records. We suggest that 
you have more than one person at your school who knows 
where the documentation is kept. 

Submitting Crime Statistics to ED 

Although you are not required to send us your annual 
security report, you must send us the crime statistics from the 
report. In late summer we conduct the annual Campus Safety 




